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Job Aid: Assign Learning via Assignment Profiles 
Purpose  
The purpose of the Assign Learning via Assignment Profiles job aid is to guide you through the step-
by-step process of creating user assignment profiles.   
 
In this Job Aid, you will learn how to: 

• Add New Assignment Profile 
• Manage Rules 
• Assign Curricula to Users via Assignment Profile 
• Assign Catalogs to Users via Assignment Profile 

 
 

   Task A.  Add New Assignment Profile 
 

Note:  Verify that the Admin tab is 
selected. 

1. Navigate to Users > Assignment 
Profiles.  

2. Click the Add New link. 
 

 
 
 
 
 
 
 
 
3. Complete the Assignment 

Profile ID field.   
4. Enter a Description. 
5. Select a Domain. 
6. Enter a contact person’s Email 

address. 
7. Click Add.  The new assignment 

profile has been added. 
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  Task B.  Manage Rules 
 
1. Click Manage Rules. 

 
 
 
 
 
 
 

 
 

2. Click OK on the information pop-up. 
 
 
 

 
 
 
 

3. Scroll to the bottom of the window. 
Click OK on the error pop-up. 

 
 
 
 
 
 
4. Enter a unique group Rule title.   
5. Select a user Attribute from the drop-

down menu. 
6. Select an Operator from the drop-

down menu. 
 
 
7. Click the magnifying glass icon (value 

picker) to select/search for a value. 
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8. Scroll to the top of the window to add a 

domain.  
9. Click Add Domain(s) to search and 

select a domain. 
 
 
 
 

10. Click Save to save the changes. 
 
11. Click Preview Users in Assignment 

Profile to review the list of users to be 
affected by this profile. 

 
 

 
 

  Task C.  Assign Curricula to Users via Assignment Profile
Once an assignment profile has been created, training assignments can be defined. 
 
1. Select the Curricula tab under 

Related. 
2. Click the green plus sign (add new 

curricula icon) to search and select 
one, or more, curricula to be assigned 
by this assignment profile. 

 
3. Click Propagate under 

Actions to assign the 
curricula to users.   
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4. Select Run this job 
immediately, if allowable or 
Schedule this job to be 
executed on: and enter a 
specific Date and Time.  

5. Click Finish. A status page 
appears.  

 
 
 
 
 
 
 
 

  

6. Click Back to Assignment 
Profile to return to the 
assignment profile record. 
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  Task D.  Assign Catalogs to Users via Assignments Profile 
 
Once an assignment profile has been created, catalog assignments can be defined. 

 
1. Select the Catalogs tab under 

Related. 
2. Click the green plus sign (add new 

catalogs icon) to search and select 
one, or more, catalogs to be assigned 
by this assignment profile. 

 
3. Click Propagate under Actions 

to assign the catalog(s) to users.   
 
 
 
 
 

4. Select Run this job 
immediately, if allowable or 
Schedule this job to be 
executed on: and enter a 
specific Date and Time.  

5. Click Finish. A status page 
appears.  
 
 
 
 
 
 
 

6. Click Back to Assignment 
Profile to return to the 
assignment profile record. 
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